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1. liTOinaicn 



Outreach is the statewide lifelong learnii^ program which serves the 
adult student not currently being served by resident instruction. The 
progron encompasses both credit instruction at all levels and non-credit 
instruction and may be offered in traditional or non-traditional formats 
and time schedules at off-campus sites or on-campus. State policy requires 
that all off-campus instruction, credit &r non-credit, at all levels, 
delivered by publicly- supper ted four-year institutions shall be offered 
only in the Outreach pr<^raffl and under the Coniniss ion's policies. Outreach 
credit or non-credit instruction my be offered on-campus as well, under 
these policies. Outreach institutions also are authorized to offer 
Outreach programs via television and other media. Instruction via 
broadcast media or cable beyond the campus of any four-year publicly- 
supported Colorado institutimi shall be part of the Outreach program and 
subject to all of the GCHE Outreach E^licies. 

The policies of ths Comsission herein aFtleulated have been formally 
approved by the Colorado Conmission on Higher Education. Also included are 
procedures to be followed by participating institutions. Any institution 
requesting a spending authority allocation for Outreach so indicates its 
agreement to follow the policies and procedures of the Ccmmission. 

t. irnnnmams HMrowsiBm'iT 

(2.1) Designated Outreach A^inistrative Unit and Adnini strati ve Officer 

To assure internal coordination and overall institutional 
responsibility for its entire Outreach program, each institution shall 
designate one administrative unit and a<lnini strati vc officer to hold 
responsibility for the planning and tmnagement of all Outreach 
instructional programs. The designted officer shall also serve as liaison 
officer to the Ccnroi ssion regarding the Outreach program. 

No off-campus progron s^all be initiated or carried out by any other . 
institutional acknini «tr«ti ve unit or individual nor shall any off-campus 
progr^n be offered in association with professional societies, research 
organizations, institutes, alisni organizations, etc., imiependently of the 
designated acini nistrative unit. 

An institution n^ich participates in Outreach shall have the 
responsibility for ensuring that ail off-campus programs are offered only 
through that adnini strati ve unit and under oiitreach policies. That 
adninistrative unit also shall coordinate Outreach classes or programs held 
on-campus. 

(2.2) Required Response 

Outreach institutions are required to respond, consistent with Outreach 
quality criteria, through their Outreach offices to legitimate need for 
educational services within their service area either with their cwn 



institutional resources or, if the resources are not available, by 
facilitating a response by other institutions which have the needed 
resources. Other units of the institution shall not preclude or impede the 
alternative responses which the institution Is required to imke through itf 
Outreach office. 

I (2.3) Advertising Policies 

No advertisement, publication, announeeroent, or other public 
notification shall be made by any official or agency concerning any 
Outreach program, course of instruction, policy, or procedure of any e 
institution of higher education except by authorization of the president or 
designated institutional Outreach officer who is assigned the 
responsibility for the Outreach program administration and OCHE liaison in 
matters relating to Outreach. 

Advert isa%nts of^courses or programs nf instruction to be offered on 
iTiilitary iiistallaUuui ahaii be restricted to tNiulications for iHia^cry 
personnel aiKl the military's civilian employees; except that advertising 
may appear in publications available to the general population if the 
following information is prominently displayed: "This prt^rm is offered 
at (name of military installation) upon the raquafct of raUitary officials 
to serve educational needs of military personnel. Civilians employed by 
the military and other civilians also may enroll in this program." 

(2.4) Outreach Advisory Oomni ttee 

The Outreach Advisory Ctaramittee shall advise the Oomni ssion concerning 
any matters relating to the Outreach program, upon request of the 
Conmission or on its own initiative. The Conini ttee shall recommend the 
funding of special projects or other uses of Outreach funds not otherwise 
comnitted. 

The conmittee shall have a representative from each of the four 
geographical regions of the state. (See map, Appendix A.) Representatives 
shall be elected in alternate years to two-year terms by a majority of 
Outreach deans and directors (one vote per institution) attending the deans 
and directors* annual business meetit^. Members shall elect a chairman 
annually. The conmi ssion* s Director of Outreach Programs shall be a non- 
voting ex officio member of the conmittee. 

3. PMnyg SBtBticzuma 

(3.1) Primary Service Areas 

Primary Service Areas are assigned to institutions by the Ooninission. 
Within this area the designated Institution shall offer its courses and 
programs in response to the educational needs of the citizens residing in 
the area, in accordance with these policies, and in recognition of the 
constraints of a self-funding system. The Montrose Education Center may 
arrange for instruction from any state institution to provide for 
educational needs evidenced in its four-county service area. 



Service to military installations is governed by .policy (3.6), below. 
Instruction offered by an Outreach institution via broadcast or cable 
television or by any other electronic medium is subject to all Outreach 
Policies and specifically (3.3) concerning instruction going outside the 
assigned ge<^raphic service area. (A map illustratii^ service area 
assiignments is attached as Appendix B. ) 

(3.2) Offering Programs Outside the Primary Service Area 

An institution proposing to offer a course or a progr^ outside of its 
assigned service ar^ shall sutxnit a written request to the local 
institution holding the service ar^ assignment in the area M^ere the 
instr-Mction is to be offered with a copy to the OCHE DirectoPof Outreach 
Progranu. Such requests raust be received by the local institution at least 
30 days before the first class is to meet. The requesting institution must 
provide all specifications for the course or program and a complete 
explanation for its request. T^e requesting institution shall not 
announce, advertise, or sign or otherwise signify any agreements with any 
individual, group, or agency concerning the req'iested course or program 
until approval of tha local institution has been received. If the 
Conmission wishes to intercede it shall do so within 10 days of receipt of 
the request. Except in the I>enver inatrc^litan ar6& non-credit courses, as 
well as credit courses, are included under this policy* 

Written responses by the local institution shall be sent within IQ 
working days to the requesting institution with a copy to the which 
' shall indicate one of the following: 

(a) denial if the assigned institutioVi can and will inmediately 
provide the needed instruction; 

(b) approval, with the local institution co-sponsoring the 
instruction; 

(c) approval with no restrictions. 

The Ckvmiission shall resolve inter-institutional disagreements 
concerning service areas. 

Except with permission of the local institution, no Outreach program or, 
class shall be offered in a coominity in which a campus of another Outreach 
institution is located if the local institution is offering z comparable 
program or class through its Outreach or on-ctfnpus resident Instruction 
unit in the same term and at a time «^en most adult continuing education 
students could enroll. (Outreach classes offered in the evening normally 
are not regarded as duplicative of identical classes offered on-ouopus in a 
day schedule.) 

(3.3) (Soordination of Programs Outside the Primary Service Area Delivered 
by Television or Other Media 

An institution planning to offer instruction using a medium of delivery 
(like television) which will carry the progrsn into another institution's 
primary service area shall follow the same clearance procedures as 
described in section (3.2), above. 




DupUcati(m with other Outrach classes kill be considered tc'res^/ if 
such courses are planned for offerii]g in the s^ne term and are of the samr 
level and discipline content as Oitreach courses offered by the local 
institution in its service arra. If a special clientele can be documented 
which will Dot be served by the programs of the local institution, non- 
duplica-tlon will have I>e1en demonstrated, r.nd the course or program may be 
oi^ered. ffie OCHE Outreach Program adninist rat or shall make |he final 
determination if t^e institutions involved do not^gree. 

If an institution desires to co-sponsor a course to be delivered via 
televisi^on or another meditsn which is produced, leased, or purchased by 
another institution for delivery in the former's primary service area, it 
has the right to do so. A reasonable fee shall be negotiated tn 
consideration of the production, leasing, or purchase costs. Ordinarily 
the fee shall be based upon the nuntier of enrollments. The OCHZ Outr^ch 
Program aclninistrator shall mediate the negotiation of fees when n^essary. 

(3.4) Statewide Delivery of Unique Progrsass 

An institution which alone snong the state's colleges and universities - 
is approved to offer instruetipn in one or more academic disciplines or > 
fields nay — and has the responsibility to — offer instruction in such 
disciplines or fields 'throughout the state through the Outreach Program as 
dictated by demand. When su^ programs are to be offered in another 
institution's Primary Service Area that institution shall be notified at 
least 10 days in advance. Exipples of unique instftutional academic 
proi,rffins afe: 

Adult/Oonmunity Education - Colorado State University 
Agricultural Engineering - Colorado State University 
Architecture/Environmental Design - University of Colorado - Denver 
Aviation Msnageroent - Metropolitan State Collie 
Criminalistics - Metropolitan.vtate College 
Drug/Alcohol Counseling - Metropolitan State College 
Forestry - Oolorado State University 
Law ' Universi^ of Colorado - Boulder 

Professional Level Mining, Mineral and Resource Exploration and 

Engineer ir%, Mineral and Petroleum Processing, Mineral Eeonfiroics, 
Mineral &igineerii^r Msnageroent - Colorado School of Mines 
Professional Pilot - Metropolitan State College 
Real Estate - University of Colorado - Boulder , 
Public Actainistration (Graduate Uvel) - University of Colorado - 
Denver and Colorado Springs 

Other programs presumed to be unique amoiy state institutions of higher 
education should be checlied with the GCHE before th^ are offered. 
Colorado State University's SURQE program, the University of Colorado's ^ 
progrsn, and the University of Northern Colorado's Extended Degree Program, 
unique delivery systeos, Imve a statewide service oi^rtunlty and 
responsibility. Local institutions shall be notified of the planned 
delivery of instruction through these programs in their service areas. 
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(3.5) Policy of Non-Duplication 

Credit courses offered in a eomminity by the local school district, a 
board of coopet'ative services, or a coflininity college within its own legal 
district or approved, documented, service area (exclusive of military 
installations) shall not be duplicated in that eomminity by an Outreach 
institution unless prior approval has been granted by the Qnmission. 
Outreach institutions may, however, offer lower division programs in areas 
otherwise served by coimunity colleges if the program is an integral part 
of a baccalaureate program which should be taicen uy students planning to 
complete that degree. 

(3.6) Military Base Education Programj 

Education directors at military installations, by agreement, will 
follow the OCHE approved procedures in which military education directors 
utilize appropriate Colorado Outreach progr^ns to provide needed 
instruction. 

The Outreach institution assigned to the service area in which each 
military installation is located shall provide services unless that 
institution does not offer or cannot deliver thA requested program, in 
that event, military education directors will contact the CCHE for ref^ .*ral 
to alternative Outreach institutions. Out-of-state institutions are iO 
deliver instruction only wh^ Colorado institutions cannot. (Forms and 
form letters to be used to request service are attached as Af^endixC.) 

Advertisements of courses or programs of instruction to be offered on 
military installations shall be restricted to (Miblications for military 
personnel and the mi 1 i tary * s civilian employees, except that advertisii^ 
may appear in publications available to the general population if the 
following information is prominently displayed: "This program is offered 
at (name of installation) upon the request of military officials to serve 
educational needs of military personinel. Civilians employed by the 
military and other civilians also may enroll in this program." 



4. BtPOHW MP WPHO 

(4.1) Spending Authority Reallocations 

Spending authority will be allocated to the institutions which 
participate in the Outreach program from the cash £t»propriation made 
annually for the progr^n to the (Solorado OooiaissiOh m Bigher Education. 
Institutions shall present a satisfactory pl^n to the Oonmisslon for 
meeting educational needs within the Primary Service Area consistent with 
CXitfeach Policies before spending authority will be approved. The 
Cotnnission's Executive Director is authorized to soend the Initial 
&ilocations upon written request of an institution's chief exesutive 
officer. Such requests should include a statement of rationale aiK) the 
relevant data. ' " 
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(4.2) Approved Expenditures 



£aeh institution ivhich desires te> partici(>ate in the Outreach program 
' "^all submit an Institutional Outreach Program Budget Request form as 
requested by the Oonmission on or before April 1. (A copy of the form is 
attached as Appendix D. ) The following expenditure items may be b>jdgeted: 

A. Instruet'.onal salaries and benefits; v 

B. Time-in~Transii: payments (see section 4.S A); 

C. Travel, both adnini strati ve and instructional; (International travel 
must be approved in advance by the CSovernor); 

Or Other <!furrent expenses; 

E. Intra" institutional reii.:>)ur semen t up to two-thirds of the revenue 
from bpaea available instruction for reinAiursable direct 

a<lninl strati ve and instructional expenses; 

F. Salaries and benefits for a<lBinistrative personnel, instructional 
coordinatoi's, and classified staff personnel, tH>th professional and 
clerical; 

G. Hourly salaries; 

H. Institutional overbad (see section 4.3, below); 

I. System Support Contributions. 

Othei^ exE^nses foay be authorized when they are specifically requested and 
justified. 

Outreach funds sltall not be used in any way for the support of Resident 
Instruction prc^rams. Staff personnel funded by the (]utreach Progron shall 
be employed only in Outreach activities. Expenditure of Outreach funds 
shall only be made for <»itrea^ pr^rams and their adninistrative suc^rt. 

(4.3) Administrative Expenses 

Adninistrative expenses charged to Outreach shall be only those which 
compensate for services, equipment, or supplies which are employed directly 
and exclusively in Outr^ch attain! strative activities. 

Institutional overhead is limited to not more than 8 percent of 
Outreach personnel costs, both adninistrative and instructional, at 
institutions whose Outr^i^ Program gross ex{^ses are less than $1 
million. Institutional overhead is limited to not more than 6.S percent of 
gross expenses of the Outreach Prograo at institutions whose gross expenses 
are over $1 million. Direct costs of institutional services provided to 
the Outreach Program, if ar^ (e.g. a<fc3issions, record-ke^inf , computer 
services, facilities for offices and classrooms, and any contributions to 
academic or administrative units), shall be included in the maximun 
overhead mount claimed. If lower, the costs of such services may be 
charged to the Oitreach Program in lieu of overhead. Institutions may 
provide support services at no cost to the Outreach program and may waive 
overhead charges, 

Adrninistrative staff personnel who are compensated by the Outr^eh 
program shall not be assigned other responsibilities unless proportionate 
financial reimbursement is provided to the Outreach program. The Outreach 
program also shall not provide support for any other program or activity 
without appropriate reimbursement. 
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(4.4) Faculty Compensation 



Ocn|».isation for faculty teaching in Outreach should be set at 
appropriate levels but consistent with the self- funding nature of the 
Outreach program. 

(4.5) Instructional Travel Reimbursanent 

A. Time- in-Transit Payment 

Travel tiae of instructors meeting off-campus classes, at the option 
of the institution's outreach program director, may be reinbursed. 
A lump-sum payment may be made, calculated on the basis of $1.00 per 
mile. ofiA «w>y^ Afu» timn^ trnm th» instptf«»tnr *s hnnM> or from tha 
campus, whichever is closer to the location of the class meeting 
site, for each 3 quarter or 2 semester credit course. 

B. Reirnbursement for Mileage and &ibsistence 

Mileage and subsistence expenses are reimbursable at rates not to 
exceed those currently authorized in state travel regulations. 



(5.1) Mid-Year Report 

A mid-year report shall be submitted to the Oomnission by each Outreach 
institution on or before January 1 which gives total data for the sunmer 
and fall terms as follows: 

A. Nunt>er of Credit Courses Run; 

B. lumber of Non-Credit Courses Run; 

C. NiBTfcer of Oedit Course Enrollments; 

D. Nimfoer of Non-Oredit Ocmrse &irollments. 

(5.2) End-of-Year Report 

Each Outreach institution shall submit a ccmputer tape (punched cards . 
arc not acceptable) and a final, full-year, corrected B-2 print-out edit 
report with the signatures of the designated Outr^ch officer and the chief 
fiscal officer on or before August 31. The report shall be generated at 
each institution using the computer program previmisly used by the General 
CSovermnent Cci^ting Center and with the revised coding instructions. (The 
instructions are included as Appendix E.) Summary reports will be prepared 
by the Oonraiasion and distributed to the institutions within 30 days. 

Financial ^ta may be reported in any of three ways: (1) through the 
B-2 system using the instructions found in the B-2 Minual, Ai^iendix E; (2) 
using the Year-End Outreach Financial Report found as Appendix I ; or (3) 
usii^ the institution's official end-of-year report for the Outreach 
Program. Regardless of the report ii% format, the signatures of the 
institution's chief fiscal officer and Outreach director should be affixed. 
These reports, regardless of the format used, are due on or before July 15. 
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Estimated figures for total eipense and revenue for an institution's 
Outreach prognra may be provided by July 15 only n^en it is impossible, for 
a valid reason, for the institution to provide final year-end data. Final 
year-end data shall be RjbmliieA as soon as possible in one of the three 
formats identified above whm estimated data have been initially provided. 
Estimated data shall be submitted on institutional letterhead by the 
Outreach director and signed by the chief fiscal officer. 

No subsidy shall be paid until a satisfactory end-of-year fiscal 
report has been received by the CSammission. 



(5.3) Failure to Suimit Timely aral Oorrect Ri^rts 

Failure to submit reports as prescribed in this policy wiii result in 
notification of the institution's chief executive officer and a request for 
that officer's explanation for the non>c<xqpliance. %»endii% authority for 
the institutions* Outreach programs is dependent upon coapliance with 
Coamission policies. 

(5.4) Certification of Ooropliance with Outreach Policy 

The designated Outreach officer at each institution shall submit, by 
April 1, a signed Poli^* Oaaplianee Form which verifies that Outreach 
policies have been followed. (A form is included as Appemlix F. ) 



8. aWMi 8BH0P OOBBMBPrKM 

(6.1) Basis for Support Contributions and Due Dates 

Each institution participating in Outr^ch obligates itself to 
contribute to the support of the statewide system. The support 
contribution is based upon student credit Nmrs generated for tyoth credit 
and non-credit classes. Credit will be imputed for TOn-eredit classes with 
15 contact hours equivalent to one semester credit hour. The ^stem 
Support Contribution shall be baaed on the student credit hours generated 
in the previous year and shall be due and payable on or before March 1. 

( 6.2) Statewide Delivery and Subsidy of Rural Prograns 

The Outreach system is based on the concept that educatior^al 
opportunity should be available throughout the state and that an or^nized, 
statewide system can serve the needs of citizens residing in all regions oC 
the state. Iii order to ensure statewide delivery of instruction sone 
institutions are assigned to serve the less-populated regions of the state. 
Programs offered \n these ar^s may not be, able to be financially self- 
support Ir^. Revemie rarn«l in the more densely-pq[Milated urban arras and 
deposited as SSC with the Consisaion may t>e used to aubsidize institutions 
which sustain loss es f rom operating programs primarily serving rural 
populations. The OCS& may authorize a reasonable subsidy from ^ funds 
for those institutions which require it upon receipt of the Institutional 
Outreach Program Buiteet Request . Ho subsidy shall be provided until the 
institutiou submits a sstiafaetory end-of-year fiscal report. (See 5.2.) 
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(6.3) ^ Rates 



All institutions return to the GCHE $.90 for each semester student 
credit hour (or imputed credit hour) generated from all Outreach 
instruction, credit and' non-credit in the previous year. The ^will be 
calculated each year on the 8tud«it credit hours generated by the 
enrollment on the elose of the date on which students may drop classes with 
no refund of tuition or fees. Students who receive a refund of any amount 
shall not be included in determining student credit hours ami the SSC. 
Students who withdraw after the refund date shall be counted in determining 
student credit hours and the SSC. 

(6.4) Institutional Expenditures of Surplus Funds 

nnveriues Mcctnuiaied in insti cutionai Outreach aceounti^ in excess of 
actual (Xitreach expenses shall be expended only for direct support of 
additional Qitreaeh activities which are consistent with Outreach goals »nd 
policies , or they may be rolled- forward and utilized for ggngfai nutpiwiffh 
program support. 

(6.5.) Authorized Expenditures of ^ Funds for Development Chants 

The (XHE may offer onreaeh Development Grants utilizii^ part of tt^ 
SSC funds to support special progr& s or projects consistent with the 
mission of the Outreach prograc Decisions <m the funding of proposed 
prc^rams and projects shall be made by the OC^ with t*ie advice of the 
CX4t reach Advisory Ocmnittee. Grant funds shall be used only for Outreach 
program development, llie institution also is expected to eontribute 
partial funding from other sources toMSfd the development of any progran 
receiving grant funding. 

1 

l^ese criteria also are to be met by grant-funded program development 
projects: 

the program to be developed is legitimately a eontinuif^ 
education program; 

the project is replicable by other Outreact^ institutions; 
evaluation procedures which are carried out are disseminated 
systematically to other Cutr^ch institutions; 
the funded project shows pronise of gen^atii^ inccroe. 

The following procedures are to be followed: 

A. (Xitreach Development Grants may be requested when the availability 
of funds is announced by the Ooninission. 



I 



B. All requests must elearly identify the purposes to be achieved and 
mist Include: 

a statement of need with all available supporting data; 
a deseripticm of the aetivities to be carried out; 
identification of the staff to be used; 
identification of the geogr&phic area and the target group 
priffliLrily affected; 
the method of evaluating the results; 
• a biH^et; r 
any other information that supports the request. 

C. Insti tut ions, receiving d^elopment grants shall submit to the COB 
requests for re inlxir semen t of funds and a brief account of J 
activities completed to date on a oeriodie basis. 

D. Upon completion of a specially funded project or prc^ram the 
institution shall report to tto GCHB the results obtained and 
account for the ei^ienditures. These reports shall be made available 

to other Outreach institutions. - 

(6.6) Oontingenqr Account 

The OCHE imy budget a portion of the ^ for a contingency account. 
These funds may be held pendii^ future program needs. Punds may be 
allocated from the account to institutions for Outreach progrffn development 
when the balance exceeds $50,000. 

(6.7) Unexpended Income 

All unexpended incaae realized by the individual institutions at the 
close of the fiscal year beyomi the expenditures and the S9C for that 
institution shall be reported to the CCHE and the funds stmll be employed 
only in the institution's Outreach program. 

(6.8) Accountability for Use of Funds 

Failure to contribute SSC funds in accordance with the policies will 
result in notification of the institution's chief executive officer and a 
request for the chief executive officer's explanation for the non> 
cofipliance. Spending authority for the institutions' Outreach progrttns is 
dependent upon compliance with Ominission policies. 



7. manw ID rm wanam y nMM rMwt 

Institutions may charge the Biontrose Education Center In the munts 
Indicated on the foUowii^ page for a<>nirini strati ve costs and direct costs 
of Institutional support for tlM Outreach program when th^ arrange for 
instruction to be offered under the auspices of the (Tetter. 
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Per Semester Per Quarter 
Outreaeh Administrative Posts Hour Hour 



1) For classes run full tens $200.00 $133.00 

2) For classes arrai^ed but 

cancelled $100.00 $ 67.00 

A "Class Report Form" shall be submitted not later than the close of 
each academic term to the Montrose Center coordinator indicating 
instructional costs and revemtes for each class. Tfinstructional costs 
exceed revemies the differ^ice will be deposited in the offering 
institution's (XXE account. If the revenue exceeds expenditures the 
difference will be deposited in the Montrose Education Center account at 
tte OCHB and made available for suonort of oth«p hIaaraii. tA nriasn RAnA^t 
Form" is attached as Appeifdix G.) 



8. UnTiai AlP FBP 

(8.1) Tuition for Credit Prwam 

Otarges for off-campus credit instruetien in Cftlorado are established 
by the Camnaission at a minimum level necessary to cover costs of the total 
program, exerting any portions which are appropriated from the General 
Fund. Ttiition levels for 1984-05 are minimum levels to generate revenue 
sufficient to cover costs and they may be increased by an institution when 
circumstances dictate (e.g., low potential enrollment for a high-need 
course, special equipment or suiH>lies required for instruction). Special 
fees for extraordinary services provided to students also may t>e charged. 

Per Semester Per ^mrter 
Minimum Tuition Rates Hour Hour 

Lower Division Instruction $39.00 $26.00 

Upper Division and C^aduate Instruction $47.00 $31.00 
Independent Study ((Correspondence, 

Aiilti-Medie) All Levels $35.00 ^ $23.50 

Oi an experimental basis in 1984-85, minimum tuition levels for 
televised courses delivered thrcMigh Public Broadcast System stations is 
$25.00 per semester credit ($16.50 per quarter credit). Tlie PBS fee of 
$15.00 per enrollment also siwll be added to the tuition assessed to 

students. 

/" 

(8.2) Tuition for Won-Credit Courses and Ooursett Offering C\?ntityJng 
Educat log Units CCSJ) 

Tuition for non-credit and CEU courses shall be set at levels which 
ensure that at least full instructional and adninlstrative ^sts associated 
with the courses are recovered. 
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(8.3) COiitraet Rates and Contract Stiiailations 



A. Rates 

For programs in whieh a school district or other agency or 
organization contracts with a sponsoring Outreach institution for 
services only, the charges to the district or other agency shall be 
at a level suffieent to insure full recovery of direct and indirect 
costs. 

In contracted programs where credit is available, the follcMriiH^ 
minioxni fee schedule is in effect: 

one Credi t Each Additional Credit 
Scm. Qtr. Stfi. Qtr, 

For ^ch individual wishing 
to receive credit: $28.00 $20.00 $17.00 $12.50 

B. Contract Stipulations 

In contracting with another agency. Institutions shall stipulate in 
its contract document that the contractii^ agency: 

1) shall iu)t for any reason establish a tuition rate above that 
agreed upon by the contract ii% Outreach officer; 

2) shall not permit instructors of contract courses to assess 
additional fees or tuition; and 

3) shall agree to the higher education responsibilities for 
quality control detailed in section 12.8. 

The sponsoring institution will request a financial statement from 
the contractile agency upon ccrapletion of a contracted course. 

(8.4) Refund Policy 

No refund of tuition shall be made upon a student *8 withdrawal from a 
course after one-third jf the class meetings have been held or after a 
proportionate period of time when instruction is offered in non-tradi tional 
time-frames. Outreach refunds may, instead, be governed by institutional 
refund policies if they are similar or more stringent. 

(8.5) Surcharge for ClassrocPi or Facility Service Fee s and Liability 

When organizations, such as school districts, assess a fee for the use 
of classroom space or equipment, the amoupt of that fee shall be pro-rated 
among the estimated mininua class enrollment for eadi course affected and a 
surcharge shall be added to the tuition assessed to students enrol liiv in 
the course. Students shall be informed of the amount and purpose of such 
fees. 
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Outreach institutions, the Montrose Bdueat ion Center , and the 
Oonmission are not Usble for theft, danage, or loss of equipment or daimge 
to facilities of agencies providHi^ these for instructional pufposes. No 
liability is iopUed by any Outreach agent by eontraetii^ for use of- 
facilities and equipment. 



Outreach adninistrators shall establish mininun class ^izes which 
ensure that tuition revemies are sufficient to cover necessary operating 
expenses and the instituttm's System Support Cbntribution. 

(10.1) Student Adnission 

Policies governii« the enrollment of off -campus students in individual 
courses and their admission to d^ree programs shall be consistent with 
those applicable to the admission of on^eampus students by the sponsorii^ 
institution or as otherwise approved through all appropriate institutional 
processes. 

• 

Students cHiroUii^ in dutreach courses shall not be required to 
matriculate and to pay matriculation fees to the sponsoring institution. 
Outreach students may, upon decidii^ to complete a degree, apply and if 
accepted, be matriculated and became degree candidates. 

(10.2) Required Registration 

All persons who attend an (]utreaeh class, credit or non-credit, shall 
be registered and shall pay all required tuition (and fees, if any). 
Faculty and staff of sponsoring institutions are not exempt from this 
policy. 

Faculty and staff of sponsoring institutions may be enrolled in 
Oitreach courses on a space*>8V8i lable basis when minimum enrollment levels 
have been reached for reduced tuition at not less than 50 percent of 
regular tuition. The System ^pport (Contribution shall be assessed in full 
for student credit hours (or inputed hours) so generated. 

(10.3) Space Available RegistratioTi for Senior Citizens 

Persons age 62 or plder may be registered without payment of tuition cm 
a space available basis after the institution has determined that the class 
enrollment exclusive of such persons is adequate to offer the smirse. No 
credit shall be offered for completion of such courses, but a certificate 
of completion may be aimrded. 

(10^4) (3oMnseling 

C^nseling and other student personnel services shmild be made 
available to students in off-eaiqpus progrsos. Mien costs of providing 
these services can be demonstrated they may be incliKied in the Outr^ch 
program budget. 
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(lO.S) Finangial Aid 



0>nttfigent upon the availability of funds, institutions may offer 
f tnanffal aid to qualified Outrraeh students by agreeii^ to follow certain 
administrative procedures and policies.^ Institutions not previously 
agreeii^ to partieipate but who wish to do so should contact the OCHE for 
details of the program. 

(10.6) Student Fees 

Student activity, health, or other non- instructional fees shall not be 
mandatory for Outreach students The services may be offered to students 
enrolling in credit courses and, when accepted, the fees may be charged. 
Facility uae fees shall not be assdssed by the Outreach institution. 

(10.7) Stwtent Finaiwlal Obligation 

Any student owii^ tuition shall not be permitted to re-enroll or to 
have transcripts issued until the tuition balaniM* >>-s been paid. 

lU W/gjUtl gBMPMPS 

(11.1) Instructor Qualif icationn 

Instructors in off-campus credit courses, if iK>t menbers of the 
resident faculty, shall have qualifications equivalent to those required of 
regi.lar, on-cafi|His faculty appointed to teach the same courses in the 
resident pr<^rani. Ott-emegua instructors are siibject to the same approval 
and evaluation processes required of resident progrmn faculty. 

(11.2) Use of Faculty from Other Outreach Institutions 

Use of faculty from other Golorado Outreach institutions who meet the 
qualifications of the institution sponsoring the off-campus progrffin is 
encouraged. When instructors are secured from another institution, that 
institution should be invited, through its designated Outreach officer, to 
co-sponsor the eourse(s) and, if it wishes to do so, to be given all 
appropriate recognition in announceoents and other publicity. 

(11.3) One-Class Limit 

An otherwise fully-employed instructor normally shall teach no more 
than one class or the equivalent of one class per term in aiqr off-tramEWS 
program unless this liiiiit 1ms been expressly modified by the chief academic 
officer or appropriate school or college dean of the institution in which 
he is regularly e^loyed. 

(11.4) Dean's Approval 

As a eomlition of t^ching in an off -campus prc^ram, fuIl-tiQ» resident 
faculty and adjunct faculty shall have prior approval of the appropriate 
academic dean acting in conjunction with the designated Outreach officer. 
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(U.S) Faculty ResponsibtUty 



Any individual who agrees to teach an Outreach class and becomes the 
"instructor of record" must actually serve as the priipary instructor. 
Substitute tochers may not be assigTOd except in eases of emergency. This 
policy does not preclude the use of outside resource (wrsonnel as long as 
they are used only to supplement instruction. 

(11.6) Evaluation of Faqilty 

Provision shall be made by the institution for student evaluation of 
l>oth faculty and course content in off-c«npus programs. A sum nary of 
student evaluation procedures should be submitted to the (XXB at the 
eoneiuston of ^cu year. 

^* tmtm Mm ocauE rnma^ gaftLmroowno. 

(12.1) Responsibility for Aeademic Standards 

Responsibility for course content, cmirse requirements, exmninations, 
grading standards, and couree evaluation rests with the appropriate 
academic unit (school, collie, or department). Sueh requirements and 
standards shall be comparable to those for on-canpus instruction. 

(12.2) Degree Program ami Individual Course Review and Approval (In-State) 

Any degree progrsn or significant coni{x>nent of a decree program which 
is to be offered at off-(arapus locations in Oolorado shall be offered 
thrc '.gh the Outreach Program and shall be approved by the Onmission. 
Proposals are to follow the format included as Appendix H. 

Individual courses or groups of courses not consti tutit^^ a significant 
component of a specific d^ree prc^ram which are to be offered ofr-«uspus 
in Oolorado are to be offered throi^h the (Xtreaeh program under the 
approved (Xtreaeh (K>licies. 

(12.3) Out-of-state Qxirses 

CkMjrses offered within any of the seven states contiguous to Oolorado 
(New Mexico, Arizcma, Ut&h, Wyoming^ Nebrasica, Kansas, and dclahoraa) and 
offered under the terms of 23-S-116 (C.R.S. 1973, amended 1983) lUid with 
the approval of the institution's governir^ t>oard may be offered as part of 
the Outreach Program, (bourses to be offered beyond those states also may 
be offered as part of the (3utreaeh Program but require the special a^roval 
of the (3oniBission aa well as that of the institution's governing board. 
Policies and procedures relatii^ specifically to ^t-of-state course 
delivery may l»e requested from the Oomnission. 

(12.4) Exclusions from the Policies on (3ut-of -State Programs and (bourses 

The following types of programs and courses are excluded from the 
policies concerning out-of-state progruns and courses. 

A. Class excursions which are provided to supplement ihj institution's 
regular eurrieulum and are offered only through the Outreach 
Program); 
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B. Oorreipondence courses and instruction delivered via television, 
videotape, or other mass media (whi sh are to be offered only through 
the Outreach Progran) ; 

C. Study-abroad programs which are adninistered on-ean|)us and offered 
primarily for the benefit of regularly enrolled students: and 

D. Internships, cooperative education experiences, and student t^ching 
arranged for sites outside of Colorado which are offered primarily 
for the benefit of regularly enrolled students. 

(12.5) Applicability of Credits Toward Degrees 

^ All credit courses offered through Outreach shall be aK^Heable toward 
« uegra tivm ihe aponsorii^ ^nsticuiion as elective or required subjects 
and shall be listed in the institution's general catalog. Nik courses in 
approved programs may be offered for credit off-eai^a when Wey have 
received formal approval tiy the appropriate faculty, institutional 
coniDittees, and adninistratlve officers. Oourses offered off-caii|Nis shall 
only be those which are in a discipline or field approved and at the level 
approved by GCIffi fur offerii^ by the spmsorii^ institution. 

(12.6) caj Standards 

When instruction is offered for Continuing Education Units (CEU) the 
criteria and guidelines for the offering of CEU as established by the 
(}oun;il on the Contimiii^ Education Unit shall be followed. 

(12.7) Holding of Scheduled Classes 

When instruction involves regularly scheduled classes, all classes 
shall be held, or, in the event of emergency, make-up classes shall be 
held. 

(12.8) Responsibilities of Higher Education Institutions to Ensure Quality 
of Instruction Offered to School Personnel in (Cooperation with School 
Districts * 

The quality of continuity education provided to teachers, 
administrators, and other school personnel wns the si^Ject of two 
Comniss ion- sponsored conferences in 1980-81. One outcooe was the 
delineation of separate school district and higher education institution 
responsibilities which, when eomplcited, would tend to increase the 
probability of high quality in the programs. The followiiig 
responsibilities were identified at those of higher education institutions 
when they sponsor instructicm in cooperation with or up?fi the request of 
school districts. 

A. Offeriiy instruction to meet the needs identified by the school 
district, through non-credit, (Continuing Education Unit, or d^ree 
credit courses. The determination of whether a course will be 
offered non-credit, for CGU, or for degree credit rests with the 
institution. Any degree credits awarded, however, shall be 
as^li cable to the institution's academic degrees. 
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B. Haying t fyUtbuf tvtlUbU for all courses. 

C. Assigning fteulty msntMrs to Instruct classes for wiiieh they have 
the requisite educational liaekground, experience, and dmntt rated 
ability to enmire a high probtbtlity of success. Substitution of 
instructors with others who have not been through the ccoplete 
formal approval process is not permitted. 

0. Ensuring that textboolES. reference laaterials, and other needed 
insfruotional materials are provided. 

E. Bnsurf^ that classes are held as sche<hiled, that stiKSents are 
assigned appropriate academic pork, and that assigned iiorit is 
oQopleted. 

F. Having evaluations of courses and instructors carried out ai^ 
results isade available to the school district as well as to the 
instructor and his acadonio unit. 

(12.9) Quality Indicators for all Outreach Courses 

A. Pocuments to be Prepar i>ti «tvi em f i le 

For each Outrefcch class offered, the sponsoring institution's 
Oitreach a<hiSni strati ve unit shall have the following documents on 

file: 

1. A course syllabus approved by the appropriate aeadwnio 
unit (which should include a listir^ of all essential 
learning materials) ; 

2. (^edentials of all instructors who are not mirabtrs of the 
r^lar faculty; 

3. A detailed plan for student evaluation of all Outreach 
instructors; 

4. Oc^ies of student evaluations for the preceding term; 
(evaluations may be turned over to academic units ffter 
me term has elapsed) ; 

5. A r^rt of |he evaluation of each adjunct instructor as 
performed by a SMntief of the regular faculty or by an 
adninistrative officer of the institution (s^iicli may be 
the designated Oitraach officer). Sudi evaluations should 
be performed during me of the first two teimi in uhleh 
the instructor teacha*. The reports should tie kept on 
file as long #s tN instructor continues to teach. Re- 
evaluation stumld be performed at a r^smiable interval. 
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B. Qpntaet Hour Raauircments 



Each class offered through Outreach shall have the same nunber 
of mifitttes of contact per credit aMirded as is required on-campus. 
Variations in oontciCt tine may be desirable in certain non- 
traditional fonaats, but these should be specifically approved by 
the appropriate aeaderaie unit. 

1. Lecture Classes . State policy stipulates that a miniiain 
of 750 minutes, fifteen SO-miraite lecture classes per 
aenester, be held for <me sfloeater credit; or, for the 
quarter systan, 500 nlmitea or ten 50 -minute lecture 
classes for one quarter credit. 

2. Field Instruction . ^niniimsB of 1875 loi mites or Zik hours 
per acnester credit. 1250 mi mites and twenty-five 50- 
minute classes per quarter credit. 

3- Laboratory . A mininum of 1500 minutes or thirty 50-mimite 
classes per semester credit; 1000 mimites, twenty SO- 
minute classes per quarter credit. 

4. Physical Education Activity Qpurse . A minimum of ISOO 

, minutes or thirty 50 -minute classes per semester credit; 
1000 fflimites, twenty SO-mlnute classes per qimrter credit. 

5. Private Instructicwi . A roiniDum of 375 minutes per 
semester credit; 250 minutes per quarter credit. 

6. Recitation. Dismissi<Mi. Seminar— same as lecture classes. 

7. Studio-Art . A minimum of 1500 minutes or thirty 50-fflinute 
classes per semester credit; 1000 minutes, tuventy 50- 
minute classes per quarter credit. 

8. Studio-MUsic . A minimum of 1875 minutes or 31 i hours per 
semester credit; 1250 minutes, twenty-five SO-minute 
classes per quarter tsredit. 

9. I nstructio n al -Lab- yfldividualized inatruction using taf^^s^ 
films, and other msdia without dirMt faoilty 
supervision); Independent Study (a stiKlent project with 
minimal faculty direction); and Praetieua (woric-ori anted 
instruction involving the implerasntation of elassroon or 
laboratory «pari«iee under the direct supervision of a 
faculty mmber). A mininum of 1500 miiftites or thirty SO- 
minute classes per scaaester credit; 1000 minutes, twenty 
50 -minute classes per quarter credit. 
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(13.1) jQff-CtoyiB Oedit Undifferentiateci f fcin Oanptf^ Ogdit 

Credit shall t»e awirded and entered on the student record wittraut 
distinction between on>o«i|)us 'i|nd off-eanpus courses. Cre<|it8 Mrned in ' 
off-danpus courses shall be considered to be the same as those rarned in on- 
canpus courses for the purposes of meting ysidenoy or other requirenenti 
in degree progr^ns of the institution. 

(13.2) Sttolent Advising on Degree Requirements 

Students enrolling in off-cirapus courses with a' vle.«.'taiinrd loeetiiv 
requirements of a particular degree oroffrffin in a particular institutinn are 
to be advised of the need to obtain written assurance that the course in : ^ 
question will fulfill a requlrflment of that progrcoi. Students interested V*^ 
in pursuing degree prograna should be encouraged to apply for adtoieslon to 
such programs at the earliest possible date. 
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14. BOLlCag eg IMMWBMB' SHUT 

(14.1) Initiation of New Independejil Study Oourses 
A. Policies 

The (Colorado (»nsortiifin for Independent Study was formed to 
enable institutions to develop co^rative progrm, to coordinate 
their e: forts to develop and publicise tl^eir independent study 
programs, and to prevent duplication of courses. New courses can 
and should be developed by institutional members of -the (Sensor 1 1 um, 
but there should be assurance ^that a planned new cdurse does not 
duplicate an existing course beiiqr planned by another institution. 

OHisorti urn members shall submit informs|ion on each planned 
independent stu<ty ccnirse tp the OCHE Outreach Progr^ adainistrator, ' 
the coordinator of the Oonsortitan, for determination of possible 
course duplication. Approval to initiate the course shall be „ \^ 
received by the institution before any agreements are made with ' i 

faculty members or other persons to begin the preparation of the - 
course. The CXX& Qitreach Program adainistrator v/11 determine 
through analysis of institutional catalogs anfd appr<^riate * — 

consultation with institutional representati^Q^^whether or not 
duplicatidn in course content exists. 



In case two institutions propose the same new course, the 
Consortium menbership may be asl^ed to determine which inttitution 
should actually devel^ the course. In a^y circunutanee where an 
institution disagrees with the determination of the 0C8B Outreach 
Program administrator, it msy astc lor Oonsortiua review. If 
disagreements remain, nich matters shall be referred to a eonmittM 
of the deans and directors of the member institutions and ultiniste 
resolution, if needed, shall be the responsibility of the QOS. 
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B. Procedures 



An institution wishing to begin prefMtring a new independent 
study course shall submit a memoranduro to the GCHE Outreach Program 
^inistrator wi .h the fotlawing information: 

Course Nuii>er 
Course Title 
Course Description 

New information on existing inde^ndent study courses which are 
being revised also shall be submitted. 

For college credit courses this information shall come from the 
institution's general catalog. Only credit courses which have been 
approveri through all institutional procedures shall be pr^red for 
independent sti^* 

(14.2) Revision of Independent Study Courses 

Independent study courses shall be reviewed for possible revision by 
the sponsoring institution at least every three years. 

(14.3) Chair of the Consort iuro for Indwendent Study ^ 

The chair of the Consort inn shall rotate annually among the 
institutional rontier representatives. 



(14.4) Itefunds for Indepeirfwit Study CcHirses 

Refunds for ind^ndent study cq^es shall not be granted beyoml forty 
(40) days frcxn the (tete upon which rthli student enrolled. Within the forty 
day period institutions may grant partial refunds, if they wish. 

(14.5) Basis for System.Stmport Determination for Ind^?«ident Study 
OMirses V 



The System Support (Contribution (S^) shall be determined upon the 
basis of courses completed in a given term^ 



(15.1) Suitable FacifitjCT 

Tl» sponsorii^ instltutfon is responsible in every case for assuring 
that appropriate classr^ocm, laboratory^ and library facilities are 
available prior' to announeemsiit of a cours^^r^ 



(15.2) Donation of Paeiliti<M 

Colorado public educational institutions should provide facilities 
without charge to both on-eampus and off-ean^s credit instruction programs 
offered through the Ottt reach Program. 
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Institutions imy enroll studeflts through Outreach in on-eaiqpus resident 
classes after regular registratici when ainiian institutional class 
enrol Inmit limits have t>een met but when space for additional enrollment 
remains. Students enrolling in ^ee Available progranu will be accounted 
for as Outreach students only.The institution shall be responsible for the 
Systom Support Contribution for the student credit h<Hir8 generated. 
Students enrolling in Space Available ordinarily shall have continuii^ 
education purposes for enrolling, be non-degree, be oirolled on a part- tine 
basis, and shall pay Outreach tuitimi rates. 

the Oitreaeh adoaiMstrative unit shall collect all tuition (and fees 
Mhen appropriate) and nk>y reinburse academic and academic st^port units of 
the institution for reim^rsable direct i^tainistrative and inatructioml 
expenses associated with the Space Available program. &ich reifflbursenents 
shall not exceed two-thirtls of the amount received in tuition and fees. 
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APPBHDIX 

A. Outreach Advisory Committee Regions for Representation (Map) 

B. Primary Service Areas (Map) 
a Milltary/Outreadi Forms 

0» Institutional Outraaeh Program Budget Request 

E. B-2 Instruction Manual 

F. Policy Connplianee Form 

G. Montrose Education Center Class Retort Form 

H. Outreach Degree Program PropMl F<^aat 
L Year^End FInandal R^>ort 
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BEST COPY AVAILABLE 

2/84 



34 



APPENDIX C 



ERIC 



35 



o-l 



Military InstallatiiKi Letterhead 
as appropriate 



(Ajddressee: Chief Academic Officer) 



Dear 



This office has determined the need amoi^ miUtary peraonnel and civilian 
cR^loyees for the courses or progrwas of instruction listed on the enclosed 
form to be offered on this installation. In accordance wl th the policy of 
the Colorado Gomaisfion on Higher Education, we are requesting your 
institution as the nearest appropriate institution to provide the 
instruction needed.. 

If your institution is able to provide all or part of the educational 
opportunities requested, please fK>tify this office (date, two weelcs 
later) so that i»e can initiate the proeetHirea with your office of 
continuing education to offer the course on the installation. If part or 
all of the request cannot be met, please let us Icnow so that ai^ther 
institution can be contacted. Ooomission on Higher Education procedures 
^11 for referral of the request to other state colleges or universities as 
directed by the Comnnission first, th«i to out-of-state inalLtiijti/^, if 
necessary. 

Thank you for your attention to this request. 

Sincerely, 



Military Education Director 



cc: Institutional Chief Executive Officer 

Institutional Continuii^ Education C^fieer 
OCHE Outreach Director 
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Appendix C 



oam& RsauBST Fom 

(Military Installation Progrm) 



1. Requesting Military Inatallation: 



2. Term and Year Instruction Requested For: 



3. CcHirses of Instruction (or Program) Requested: 

[Indicate for each course or program: if Loiver Divijsion (li)), 
» Upper Division (U». or Graduate Uvel (Q).] 



4. Special Criteria or Needs, if any: 



5. Signature of Requesting Officer: 
Date of Request: 



Original: Institutional Oilef Adonic Officer 




Copies: Institutional Chief Bxetnitive Off icer 

Institutional Cbhtinuiiqr Education Officer 
GCHE Outreach Director 



PRCXBURES FOR MILITARY EDUCATION lEffilESTS 




irAl 
Oueruch 
OpordlMClM) 




CCHB 



I lte«r«it U»est or lutimal 

FrcnridM 
S«rvlM 



I 



\ 



\ 



fttllMry 

■tfttMtipS 



Ale«nuit« Colorado | 



ProvidM 
SonrlM 



T 



I 



to^uooco Roforrtl 
to Other Appro^iftco 
GolUft pr UalvoroiCTj 



Plrtctor 



iMCruetioa 



1.. 



MlUury 
XutatUtiMj 



I 

4 




I 



I 



f llmtituetoH i 



I 
/ 



XnComm 



Ro^oeto 
Sonrieo 





Hilitory 
InaeolUtiofi J 



Milleory 

XMUlUCiOfI 



STHP I 



PROCEDURES: 



STEP li STEP. Ill 

ill MnrlM* fr«« iiMr««t Colorado pubUe ioscitucioa; if not •ralubla' fo to 8e«p II. 

(2) Ro^iMst OCRS to doil^to altoniata pdbtie liiatitatieii(i)i roauoit nrvleoos If Mrvleoo 
not ovolUblo, fo to Stop III. 

(3) Sook sarvieoo fron out-of-it«to iMtltattoa; iafot« CCSS. 
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Append! I D 



OOLGRADO (XMHSSION GN RIGHER EDUCATION 
.1300 BroftdMiy» Second Floor 
D«iv«r, OOlorado^ SOaOS 

IngtUuttor»l Qutreeeti Prograw BtHiteet Request 



I. 



Institution: 
For Y«r 19 



9 



PHQIBgrBD EHHOUMBir AH) ffiVEWIB 



Enrol Imtnt 



S|tudent Credit 
Hours 



Qredit Progron 
Non-Credit Program 



Special Fees; Other Sources 
of Revenue (Identify) 



(Imputed) 



TOTAL iiEVENUE 



EXPENSES 



Instructional 

Administrative (Provide cost oreakdown on 
page 3) 

Systen ^ipport Contribution 

Based on generation of_ ^sttKlent credit 

hours I 1.90 



Percent of 
Total EKponses 



% 



Inccipp 



L 



i 



t 



i 



(Continues on ptge D-J) 
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InstUutiontl overhetd is liodtod to not aore thin 8 percent of Outreach 
personnel costs, both adsinistrstive and instructioml, at institutions 
««ioso Oitroach Program gross «q»enses are less than $1 rail Hon. 
Institutional OYortioad Is Halted to not more than 6.5 percent of gross 
expenses of the Outreadi Program at Institutions whose gross expenses are 
over $1 ml 11 ion. Direct costs of instituttml services provided to the 
Oitreaeh Program, if aiqr (o.g. aAaisslons, record-iwepiiig, eosputer 
servim, facilities for offieos and classrooas, and ai^ contributions to 
academic or luteinistrative units), shall be inelnded in m wimim 
overhead amount claimed. If lower, the costs of such services amy be 
charged to the Oitreaeh Program in lieu of overbad. Institutions amy 
provide support services at no cost to the Outreach Progrwi and amy naive 
overhead charges. 



IDTAL EXPENSES 



NET 



i 



Signed: 



INST ITUTIO N'S GUTBECB 



Date: 



Signed: 



Date: 



tNdrt'rtJtlOH'OlCT 
PRESIOEIfr fOt 
fOSmiC AFFAIRS 



0 
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n. ADMIWISTHATIVE AND pyERHEAD QQST mEAKDOMN 

Hwter of 

Individuals PTE Oonpensat ion/ Expend! tures 
1. Personal Services ** 

a. Outreach Achninlstrators $ 



b. Outreach Program Coordinators 



e. Professional Classified Staff 



d. Clerical Support Staff 



e. Hourly Bnployees 



2. Actninistratlve Travel 



3. Other current Expense 
(Identify Major Items) 

a. 



b. 



e. 



d. 



e. 



4. Capital Out. ay 

(Identify Major Items) 

a. 



b. 



lOTAL AGMINISmTIVE COSTS 



Direct and Indirect Costs of Support Services $ . 

(Institutional Overhead) 

Institutional overhead is limited to not more than 8 percent of Outreach 
personnel costs, both adninistrative and instructional, at institutions 
whose Oit reach Progrffin gross expenses are less than $1 million. Institu- 
tional overhead is limited to not more than 6.5 percent of gross expenses of 
the Oitreaeh Program at institutions irtiose gross expenses are over $1 million. 
Direct costs of institutional services provided to the Outreach Program, if 
any (e.g. adnissions, record-lieepiiv, eemputer services, facilities for 
offices and classrooM, and a^y contributions to academic or adninistrative 
units), shall be included in the maximum overhead amount claimed. If loM^r, 
the costs of such services may be dwrged to the Outreach Program in lieu of 
overhead. Instltuti^s Jmy provide support services at no cost to the 
Outreach Progrsm and m^r iwive overhead charges. 

lOTAL ACMIllISlHMnVB AM) OVBfmiD QOBtS $ 



[>-4 



III. NM«ATIVE 



Narratively describe the main thrusts of your institution's planned canoponent 
of next year's Outreach Program. BniMi&size the significant changes expected or 
planned in your progrwi. 



Identify: 



the counties in ««hieh the majority of your progrsn will t»e 
delivered; 

the major types of programs to «|^sized (e.g. sehool district 
contract prograoa, non-credit business-oriented; undergraduate open 
classes) ; 

any unique or discrete new programs that r^resent a special sub- 
category of your program; (these are to be t»udgeted in section V/, 
beloMf); 

progrffiBs planncNl for statewide delivery next year. 
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IV. HEW Sm^VBOOBfiM RATIOMALE AW) BUDGgr(S) 



For each new, mjor, planned Bvt^progem, ecraplete this program btKiget formt. 

1. Progr^n title or brief identif lotion: - , 

2. To what clientele is this progrwn aimed? 



3. At what locations or in what eounty(ies) will the program be delivered 



4. Briefly describe the method for the delivery of the instruction: 



S. Ittty. or upon whose initiative, ma the program developed? 



6. Estimated enrollment: 

7. Fiscal projections — 

Estimated total revenue 
Estimated total expenses 



V. aUgARATIVE DATA 
FOR PRIOR, CURSHin'. AHP RMLIKT YEAfS 



Total Number 
of Classes 



1983-84 
Actual 



1984-85 
Estimated 



1985-86 
Projected 



Total Number 
of Enrollments 



Total E7.{>enses 



Total 


Revenues 




$ 


$ 


Total 


S9C 
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and Financial Data for the Outr^eli Profrra 
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E-2 

B-2 GODINQ AND PROCSSSING It^lWCTIONS 
Eaeh institution participating in the Outreaeh system shcmld prepare data 
in the manner prescribed below. Paragraph 1 describes the programs that are 
used by the institution's ecnputer center to process and reformat the data to 
submit to the CCHE Outreach Program director. Ihe remainder of the 
instructions describe the types of data to be reported and how th^ are to be 
coded in the coding sheets. Specimen coding sh^ts, which may be copi^ed, are 
included at the back of this. manual. Figure 1 is a flowchart which shows the 
steps in the processing of the B-2 data. 
1. MaiHlatory Format of Data Submission to OOffi 

The Outreaeh program director at the institution should submit the 
completed data foras (described in section 2) 16 the institution's (^nputer 
center for processing. The data an the forms are input into pr<^rams 
JBIK (edit and reformat data) ami JBIM (update file and print proof listing). 
These are the same programs as used in 1983-84. The (Seneral Government 
Ccmputer Center (QOCC) has provided each participating institution's computer 
center with the appropriate documentation and the necessary programs required 
to process the B-2 program data. An edit report is produced by program JBIK. 
The institution's Outreach director should correct all errors identified by 
the edit report and resubmit the data forms to the institution's computer 
center. This process should be repeated until an error free report is 
produced. A computer print-out proof listii^ of the final data, free of 
errors, and a tape of the reformatted data generating the report shimld be 
submitted at the end of the fiscal year (by August 31) to the OCHE Outreaeh 
Program director. * 

The institution's Oitreach program director and the chief fiscal officer 
should sign-off on the end-of-year re^rt before it is submitted to the (XHE. 
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The tape (output from the error -free JBIM program) submitted must meet the 
fol lowing specif i eat i cms: 

Nine Track 

Density - 1600 or 800 BPI 

Record Length - 100 — - ~ 

Bloek Size - 4,000 
1 File Per Tape 
Labeled or im labeled 

An external label must be affiled to the tape identifying the institution 
and the data. Trapes in the wrong format and/or with unsvreeted errors will 
t>e returned to the institution for reprocessing. If the institution 
encounters difficulties, or needs copies of the edit prograns, please contact 
the CCHE Outreaeh Prograsi director for elarif icaticm prior to stAmitting a 
tape. 
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figure 1 

FLOWCHART OF AWINISTRATIVE, PROSRAM, AND FIMAHCIAL DATA IfW>UT 

FOR THE OUTREACH PROGRAM 



TRANSACTKMUS 
(DATA FORMS 3 li 4} 



IN$TITUTZ(M*S 
COMPUTER CENTER 




COPY 
AND 
PRINT-OUT 

T 

CCIS 
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2. Data Forna 

A. The Administrative Data Form (Oode 3) is designed to obtain data on 
the a<ftnini8trative FTC and expenses attributable to the Outreadi 
program. The Oode 3 report should be completed once for the entire 
year. 

B. The Course Instruction Data Form (Oode 4) is designed to obtain 
informatio n abmit each section of each cours e taught by eadi Ou treach 




institution. Oie line of the C3ode 4 form should be conpleted for each 
class seeticm taught. The Oode 4 r^rt should be conpleted for each 
rse In each term, but submitted once for the entire year. The Oode 
4 form also is used to r^rt financial. data for each program type. 

3. Sponsorslilp by More Than One Institution 

In thosCv instances where two or more institutions cooperatively 
sponsor a course, the course should be r^rted by each institution and 
each should idenUfy only the total ntinber of students enrolled with it 
and its portion of expenses. 

4. Double-Listed Oourses 

A course recognized in more than one department of en institution 
(such a "English 101, same as Speech 101") should have an entry made under 
only one department, the one In which it is principally attached. Thus, 
if English 101 and Speech 101 are the same course and it is considered as 
primarily belof^ii^ to the department of speech, the full entry of course 
niiit>er, section minber, etc., should be made for the speech course. An 
arbitrary decision may be required in some cases. A duplication of 
entries should not be made. 
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0»eff low of Data 

In the event that <tett overflow a field in the Adnini strati ve Data 
Fortn (Oode 3) the following prooedure should be applied: 

A. Enter all data in the other fields; 

B. In the field in whidi data overflow, enter as tmvv data as possible 
(e.g., when five digits, such as U,500, should be entered into a 
field of four spaces, enter 9 9 9 9 in the first entry); 

C. An-additional entry should then be eoi^leted as follows: 

1) Code columns 1 through 8 only (term, year, institution); 

2) Enter the remaining data from the overflowing field. With 9 9 9 9 
entered in the first entry and a total of 14,500 the additional 
entry in the some field should b§ 4 5 0 1; 

3) All other fields are left blanJc in the second. entry; 

4) As mahy additional entries as needed may be made and all are coded 
in columns 1 through 8 only plus the a(k3itional partial data in 
the overflowed field. 

How to Oode Independent Study (Correspondence) 

Because a student may enroll in on i ndependent stucjy course at any 
time and has a year (or more, with extensions) to complete the course, 
independent study is to be reported in two ways, as follows: 

A. Naw Enrollments . New independent study enrollments only are to be 
r^rted with the financial data . See the Instructions mi page E-IS. 

B. Oonipleted Independent Study (Sourses . An entry should be made for each 
course in which at least one student completed all course work and 
received a grade in that term. The following information should be 
included: 
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1) Departnent Nintier: 

2) Course Nintoer; 

3} Srotion Nurdber: may b« left blcnfc; 

4) Credit Hours: credit value of the eourse, not student credit 
hours; 

5) QiroUroent: the total nuober of students who eoipleted the 
course. (The Qystcra Support Contribution will be detennlned tjy 
this ras^r.) 

6) County: the eode for the county in which the institution is 
located. * ^ . 

7) Class level; , ' . 

8) HBQIS code: the 2-disjt (plus zeroes) eode; see the HB9IS code 
list, page E-18. 

9) Fxpense and Revenue: leave blank. 
10) Form Code: Code. "4", in colunii 80. 

7. Reporting Financial Data 

Financial data are to be reported for instruction by '^program type." 
Expense and revenue data are not included with the entries for each 
course. A separate expense and revenue entry is made for each program 
type, instead. Refer to the sp^ific codii^ instructions below. 

8. Courses Cancelled Which Incurred Expenses 

Courses cancelled whieh incurred ex^ses, such as an instructor 
meeting the first class, siMMild not be entered in the Course Instruction 
D&ta Form (Code 4). Those expenses shmild be (ransldered as administrative 
expenses and entered in the Altai ni strati ve Cteta Form ((3ode 3). 
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9. B-2 DaVa Ooffections - ^ ^ 



E-8 



Intitttutlons c«n correct errqjra by submitting correcting data to their 
coiiput^ng centers. : ASi instituticm raay amend data already in tlie file as 
folli 

k. To ^dd new records to the file (including records printed in the 
diagibstie report because of errors), code the records in the same 
manner as for the original set of data. 

B. To change figida - in records al rea dy -in-the file, the eonpi«te record - 
must ae coded lilce the original data set. The new record will replace 
the old one in the file. 

C. To di6lete records from the file: 

1) The **Oode 3" record, a single reoord, 6annot be deleted, bat an 
error in data originally submitted can be corrected by submission 
of a replacement record.^ 

2) To delete* a "Code 4" record, code: 

I 

(a) TERM and YEAR in eolufsns 1 through 4; 

(b) INSTITUTION NIM^ in columns 5 through 8; 

(c) mxmm type in column 9; ^ 

(d) DEPARIMENT NUOER in colunais 10 through 14; 

(e) OOURSS NUBER in colisms 21 through 25; 

(f) SECTION NWrat in coliiffils 28^ thr(High 31; 

(g) CRa)IT iCUR VALUE in coluims 32 through 34; 

(h) "6" in column 80 (the form code eoltsm). 

The Department, Course, Section Numbers and Credi t Hours should be 
entered as they appeared in the proof listii^ since this is how they are 
written in the record. 
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Column 



Spegific Codiiy Instrwstions 
Adninistrative Data Fona (Oode "3**) 



l-*4 YEAR : The first four eolunns identify the academic year; use the 
following code for 1984*8S: Qi 9 4 5. (Since data are reported for 
the year as a whole* a zero is used in the Term position.) 

S-8 INSTITOTION HUMR : The institution nunber, beginnii^ with eolumn 5» 
should be coded, using the nui^r for the institution in the list on 
ptage B~i8. 

9-n APVgNlsmTIVE TO ; Enter the fuU-tiaie equivalent aaninistrators 
assigned ta the C3utreaeh progrsn. Coordinators of specific progrwis 
should be accounted for in the field 19-21. Assune 1 decimal. Zero 
fill; right Justify. (Examples: 010 for 1 PTE; OlS for l.S FTE.) 

12-18 ACMlHlSTOATiVE oa>ra<SAT!OH ; Compensation for the FTC reported above 
should he reported to the nearest whole dollar. Zero fill; right 
justify. 

19-21 INSTllUTlCaWAL OCaPIMAlCa FTE ; Enter the ntBit>er of PTE coordinators 
— positions assigned to specific programs. Assume 1 d^lmal. Zero 
fill; right Justify. 

22-28 IWSTIIUTIOMAL CUOBPIMATOa CWaifiATKy : Compensation for the FTB 
reported inniediatdly above should be reported to the nearest whole 
dollar. Zero fill; right justify. 

29-31 raOPESSIOHAL OASSIFIBD STAFF PTE ; Enter the ranber of FTE sti^ff 

having professional responsibilities who are classified in the State 
Personnel System. Assume 1 decimal. Zero fill; right Justify. 



55 



£.10 

Column 

32-38 PH pFESSlOMAL CLASSIFIED STAFF OEMPENSATIOH ; Oompensation amount for 
the FTE reportod inmediately above should be reported to the nearest 
whole dollar. Zero fill; right justify. 
39-41 CLERICAL SUPgORT FTE ; Enter the mnber of FTC clerical positions 

assigned to Outreach responsibilities. Assume 1 decimal. Zero fill; 
right justify. 

42-48 CLERICAL OCMWEtraATIOl : Oof^>ensation for the clerical FTE inmediately 
above should be reported to the nearest whole dollar. Zero fill; 
right justify. 

49-53 HOUittiY SALARIES : Enter the total amtmnt to the nearest whole dollar 
paid in salaries for hourly erapleye«8 lifiiized in the Outreach 
progr«Q. Zero fill; right justify. 
56-61 Af^MiyiSTHATIVE THAVEL POSTS : Enter the costs to the nearest whole 
dollar of travel of administrators and coordinators when associated 
with Outreach duties. Zero fill; right justify. 
62-67 DIRHTT AW) ItPIRHCT POSTS OP INariTimOWAL SUPPOBT : Enter the total 
amount to the nearest whole dollar reimbursed to the institution for 
direct and indirect costs of support to the Outreach program, (see 
policy section 4.3). Zero fill; right justify. 
68-73 OTHER CUHRBrr EXPEW^ ; All other expenses not covered above are to be 

entered to the nearest whole dollar. Zero fill; right justify. 
74-79 CAPITAL OUTlAl : Enter the sum of monies used for capital outlay to 

the nearest whole dollar. Zero fill; right justify. 
80 POm CODE ; Always code as "3". 
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Specif ie ppding Instructions 
(Course Instruetiwi Form (Code "4") 

Institutions shall report course data independently of financial data. 
Financial data for the instructional program are to be reported for discrete 
prograiQ types instead of t»y individual classes. Instructions for reporting 
financial data are given in Section B, below. 
A. IWSraUCTIONS FOR RBPORriHS ODURSE DATA 

These data are to be reported by individual class. Each class entry 

shall be conpleted thrwigh eolunn 46. The financial data fields beginning 

with colucn 47 ami continuii^ throi^ colinn 79 must be left blanii . 

Column 80 fmist be coded '*4'*. 
Column 

1-4 TERM and YEAR : The first eolunn identifies the term and thb next 
three colunns the academic year. (If a class overlaps two acadenie 
terms, report the class in the term in which the class ends .) If data 
I are reported only for the full year, which is acc^table, the first 

column should be coded "1". Otherwise, use the codes to identify the 
terms and the year for the 1984-85 program as follows: 

garter Semester or Trimester 



Term 




Code 


Terra 




Code 


Sisimer 


1984 


1 845 


Suoner 


1984 


1 845 


Fall 


1984 


2 845 


Fall 


1984 


2 845 


Winter 


1985 


3 845 


Between 


term activities 


3 845 


Spring 


1985 


4 845 


Spring 


1985 


4 845 



5-8 IWSTnvriCW WIMBBR ; The institution number, beginning with colism 5, 
should be entered, usir^ the code niBit>er for the institution in the 
list on page E-18. 
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9 PHOGRMTyPB i 

Oode Progvm Type 

1 Non-Crtdlt 

2 Contract ^ 

3 Ind^iendent Study 

4 Spaee Available 

5 C^mi Classes 

6 Est raordi nary 

10-14 DEPARIMarr WUmi ; Die department nw^er is assigned by the 
institution. Use the ssne nunberii^ system as is used for the 
"Itesident Classes Taught Report" (Form B-1) submitted to the CCHE. 
May include alpha characters. This data field is to be right 
justified and zero filled. May not be blanlc. 

13-20 DEPARIRCHT mftC : The d^rtment name is tO bi abbreviated to not more 
than six characters. Use the same name for the department that is 
used on-cffiqpus. lliis data field is to be left Justified. Maiy not be 
blanlc. 

21-25 ODURSE WURBER : The course nissber should be the same as that listed in 
the institution's catalog. In most instances alpha characters are 
used as a suffix. Use colunms 21-23 for the numeric portion of the 
course identification (right justify and zero fill) ai^ columns 24 and 
2S for the alpha (left justify). May not be blanic. 

2fi-31 SBCT1(3H miffiER : Class sections of a course should be msnt^red or 
lettered in accordance wi th the institution's uaual pattern of 
designation. Each class section should be entered on a separate line. 
Thus, if English 101 is taught in five sections, ^ch of the five 
sections sh«ild be reported on a separate line. This data field is to 
be right justified and zero filled. 
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32-34 caCEDIT-HOUR VALUE : The credit-hour value shi^ild be reported in 

semester or quarter hours in accordance with the standard practice of 

the institution. THESE OQUM^ SHY NEVER BE LEFT mjm OR OmLETEUT 

ZERO FlUfl). This data field is to be right justified and zero 

filled. Column 34 is the deeiraal position; if the class is reported ^ 

with credit value in whole nuiit>ers (e.g., 3 credit hours), column 34 

should have a zero. 

'Credit Value Data Field EKanple : 

ColiiBis: 

. 32 33 34 

0 3 0 s 3.0 credit hours 

0 0 5 s 0.5 credit hours 

0 5 5 = 5.5 credit hiHirs 

1 2 0 3 12.0 credit hmirs 

Credit for courses having both lecture and laboratory sections 
should be prorata) to the nrarest whole miBber for each. For example, 
a four-credit chemistry cmirse eonsistii^ of three one-liour lecture 
sessions and one three-hcnir laboratory ^ch we^ wMild be reported on 
two lines of the report foim: one line, reportii^ the appropriate 
information for the lecture portion of the class; the next line, also 
with all columns completed, reporting the laboratory information. 

Ncm-credit courses must use an imputed value of credit h<xirs even 
though the class will be reported as "non-credit." Fifteen contact 
hours equals one semester credit. Do not report unscheduled 
laboratory or other special class sessions for which no credit is 
granted. Honors courses and other courses which satisfy institutional 
degree requirements but which have no designated credit value should 
be assigned an appropriate credit value by the reporting institution. 
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Serrate entries should be made for such classes for each specific 
value of credit aiK5 the enrollment reported as the nunber of persons 
receiving that amount of credit. 

A cjMirse havii^ variable credit shimld be r^rted with separate 
entries for each credit value. The enrollment reported for each entry 
should be the nuinber of students receiving, that amount of credit. 

Column 

35-38 EWEOlftdn' : R^rt the number of 3tudents carried on the official 

class list foV ^ch section. This data field is to be right justified 
and zero filled. (New independent study enrollments are not reported 
here but rather with financial <bita. See part B, follcwing.) 

39-41 ODUNTy ; Code each entry by the code for the county in which the 

course was taught. See the county code list on page E-19. This data 
field is to be right Justified and zero filled. 

42 COURSE LEVEL ; The following codes should be used to identify the 
level of the course: 

Code Level 

1 High Sehool/R0Dedial 

2 Non-Credit (always use this code when the prc^ram type is 
N(»i-Credit) 

3 Lower Division 

4 Upper Division 

5 (3raduate 

Included under High School /Aonedial should be developmental 
courses talcen prc^ratory for acknis8i<Hi to ocmimitional- technical, 
university parallel -collie transfer, or bachelor ' s degree programs. 
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Gourses designed prioarily for freshmen and sophomores should be 
recK>rted as "Lower Division". CSourses designed for Juniors and 
seniors and not normaliy open to freslraen and sophomores are "Upper 
Division." Courses designed for students enrolled in nasters, post- 
graduate professional, or doctoral programs should be reported as 
"Graduate." 

Oourses coded as non-credit program type (eoluon 9) mist also be 
coded as non-credit course level In coltinn 41. Open Classes offered 
for credit for which a student might enroll on a non^credit basis 
should be reported only at the actual level of the class (e.g.*, "lower 
division") and not as course level Non-Credit. 



43-46 HBGIS TmCMf CODE : All HtGIS entries should be the 2-digit (plus 

two zeroes) codes from the HBQIS code list cm page E-18. 
47-79 FIM/tfr;iAL DATA FIELOS ; MUST B& LBFT mML 



B. INSTRUCriOWS FOR REPOHTiNS FIHAWCIAL DATA 

Financial data may be reported in any of thr^ ways: {%} through 



the B-2 system using the instructions that follow; (2) using the Year-End 



policies and procedures manual; or (3) usii^ the institution's official 
end-of-year report for the Outreach Progresn. Regardless of the reporting 
format the signatures of the institution's chief fiscal officer aiKl 
Oitreach director should be affixed. 



POHW CODE ; Always code as '*4". 



Oitreach Financial Report fcmnd as Af^ndix I in the 1984-85 Outreach 



r 
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A single entry Is to be made for each program type which shows the 
total expenditures and revenues for that program type. .Program types are: 

1 Hon-Credit 

2 C3ontraet 

3 Independent Study * 

4 Space Aval lable 

5 Op^ classes 

6 Extraordinary 

* For the Independent Study progr^n only, enter the nunber of new 
enrollments in columns 3S-38. 

Column 

1-4 TQM and YEAR: The first column identifies the teras and the n^xt 
three colunsis the academic year. (If a class overlaps two aead|onic 
terms, report the class in the term in which the cl«iss ends . ) If data 
are reported only for- the full year, which is acceptable, the first 
column should be coded "1". Otherwise, use the codes to identify the 
terms and the year for the 1984-85 progrmn as follows: 

Quarter Semester or Trimester 

Term Code Terai Code . 

Summer 1984 1 845 Sumner 1984 1 845 

Pall 1984 2 845 Fall 1984 2 845 

Winter 1985 3 845 Between term activities 3 845 

Spring 1985 4 845 Sprii^ 1985 4 845 

5-9 To be coded the same as the course entries. 



id 
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E-17 

Code the reroainii^ coIudbis as folloivs: 
la-U DEPAWMBrr mBSSt : zero flu 
15-20 PEPARRiEyr IftWE ; LEAVE ffiAMK. 
21-2*5 CXXBS& IWBHl ; «• " 

26-31 SacnON IWMl : n n 

32-34 C«a)lT-HOUR VAL»B ; " 

35-38 maimst i ^ » Exeept enter new Independent Study 

enroUioents. Sero fill; right justify. 

39-41 OOUMTY : " " 

42 . CPUR^ LEVEL ; n » 

43-46 HH0I8 ThXQHOili QOPE ; " tt 

47-54 EXPBtSE ; Enter tlie total expense figure tQ the nearest whole dollar 

for the program type. Zero fill; right justify. 

d5-S2 REVEWIE ; Enter the total revenue figure to the nearest vvhole dollar 

for the program type. Zero fill; right justify. 

63-79 LEAVE BLANC 

80 FOBM<XPE; Always code "4". 
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Institutional IMier codes 



4dam8 State College ..... 0620 

Colorado School of Mines . qsqo 

Colorado State University ..... 0410 

Fort Lewis College OSIO 

Mesa College 0625 

Metropolitan State College > 0630 

University of Southern Colorado .... 0640 

University of Cblorado-Boulder 0210 

University of Colora<k>-Cbloredo Springs 0240 

University of ODlorado-Denver 0230 

University of Northern Colorado 0470 

Hfestern State College 0660 



HBQIS Codes 



0100 Agriculture & Natural Resources 

0200 Architeoiture & Environmental Design 

0300 Area Studies 

040C Biological Sciences 

0500 Business 5c Management 

0600 Ccfimuni cat ions 

0700 Computer & Information Sciences 

0800 Education 

0900 Engineering 

1000 Fine 6c Applied Arts 

1100 Foreign Languages 

1200 Health Professions 

1300 Home Econoraics 

1400 Uw 

1500 Letters 

1600 Library Science 

1700 Mathematics 

1800 Military Sciences 

1900 Physical Sciences 

2000 Psychology 

2100 Public Affairs & Services 

2200 Social Sciences 

2300 Theology 

4900 Interdisciplinary Studies 
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Qpunty Obdea 





HA! 


Logan 


AAA 

075 




uua 


— 
loBsa 


Af»«e 

077 




AOS 


MIaapaI 

wnerai 


A*>A 
Uf V 


Arcluil AtA 


flfl7 

UU 1 










MOiiai 


AA « 

081 






Montezuma 


AAA 

083 




All 


Montrose 


A A 0 

085 




A1 4 

via 


Biorgan 




\^ia ft 1 CSV 




oiero 


AAA 

089 




A17 








A1 A 

019 


Ouray 


AA « 

091 






Park 


AAA 

099 








AAA 

095 






PI tkin 


AAA 

097 






Prowers 


^ AAA 

099 




097 






IA7A ta 


AOA 


Pueolo 


101 






Kio Blanco 


4 AA 

103 




Uoi 


Rio Grande 


« A A 

109 


Dol ores 




IWUl K 


ivi 


ACi9 


A9Q 


saguacnfi 


1 AA 

109 




A ^7 


San Juai.^ 


4 4 4 




A AA 

039 


San Migudl 


lis 


Dl rSSO 


A J 4 

041 




ilS 


rrsnont 


AAA 

043 


Sunait 


117 


Garfield 


045 


Teller 


119 


Gilpin 


047 






urano 


A^A 

049 


Hbshington 


121 






Weld 


123 


uunni son 


051 


YiAi 


125 


HirHisaaie 


A e A 

053 






nueriano 


A CC 

055 






jscKson 


057 


Other States 






ACA 






Ki flMIA 




AT I sons 


AAA 


Kit Carson 


063 


lEansas 


920 


Uke 


065 


Kebraska 


931 


U Plata 


067 


NeK Mexico 


935 


Larimer 


069 


Gkiahoma 


940 






Utah 


949 


Las Animas 


071 


Hi^cming 


956 


Lincoln 


073 


Other States 


979 






Out-of -Country 


980 
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Appendix F 



Colorado Ooninission on Higher Education 
1300 Broactwy, 2nd Floor 
Denver, Colorado 80203 



OnTOCH POLlCy amiAMOE SURVEy. 1984-8S 



Please cheek the appropriate space below, provide explanations as necessary, 
sign and date this form, and return' it by April 1 to the Director of Outreach 
Programs, Colorado OoniBission on Higher Bduration. 

Name of Institution 



1. name and title of the designated institutional Outreach officer. (2.1) 



2. The institution responds to educational needs within its service ar^ or 
facilitates a response by another institution. <2.2) 

Yes 

Ko; Explain: 



3. Advertisements, publications, and ann<Mineenients of Outreach programs, 
policies, and procedures are only authorized by the designated Outreach 
officer or the institutional chief executive officer. (2.3) 

Yes 

Ho; Explain: 



4. programs primarily are offered within the institution's assigned 

geographical service area ami defined clearance procedures are followed 
when instruction is to be offered in another institution's service area. 
(3.1, 3.2) 

Yes 

Ho; Explain: 
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S. Courses delivered by television or other media are offered tlirough the 
outreach system. (3.3) ' 

Yes 

^No; Explain: 



ERIC 



6. Unique academic programs are offered, as available, statewide, but 

notification is provided at least 10 days in advance when such programs 
are to be offered in another institution's primary service area. (3.4) 



_Yes 

No; Explain: 



7. Credit courses offered are non-duplicative of instruct ion. offered by 
local entities such as school districts, BOCES, or connunity colleges 
within their own districts. (.3.5) 



Yes 

No- Explain: 



8. Instruction offered m military installations is advertised only in 

publications for military personnel and the military's civilian employees 
except when the disclaimer is used in advertisements a<klressing larger 
audiences. (3.6) 

^Yes 

^No; Explain: 



9. A preliminary plan by the institution for meetii^ educational needs 
within the primary service ar^ is suixnitted to the OCHE as requested. 
(4.1, 4.2) 



Yes 

No; Explain: 
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10. /Vdiii: ni strati ve expenses charged to Oil t reach are only those associated 
exclusively with Outreach activities. (4.3) 

Yes 



No; Explain: 



11. No more than ah amcHint equal to 8 percent of (Xit reach personnel costs, 
both administrative and instructional, at institutions whose Outreach 
program gross expenses are less than $1 million; or no more than an 
finpunt equal to 6.5 percent of Outreach program gross expenses at 
institutions ii^se gross expenses are over $1 million has been provided 
to the institution as reimburseoient for overhead expenses and direct 
, costs of services provided. (4.2. 4.3) 

Yes 

^No; Explain:^ 



12. Reimbursenient for mileage and subsistence is made at rates not exceeding 
currently authorized state travel relations. (4.S B) 

Yes 



No; Explain: 



13. A mid-year report of courses and enrollments was provided to the 
Ccfimission by January 1. (5.1) 

^^es 



No; Explain: 



14. The final, full-year, corrected B-2 print-out edit report, prc^rly 
signed, and the computer tape were submitted by August 31. (5.2) 

Yes 

^No; Explain: 
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AppeiKiik F 



15. End-of«year financial data, actual or estimated, were submitted by July 
15. (5.2) 

Yes ' ^ 

^Ho; Explain:^ 



16. The System Support Gontribution was paid on or before March 1. (6.1) 
Yes 

^No; Explain:^ 

I 

/ 

P.,-^..-— , , ■, ■■■ „ ■ . - ^M . 

/ 

17. In^ted credit for mm-credit classes Is determined on the basis of i5 
contact credit hours per semester credit (10 contact hours per quarter 
credit). 

Yes 

^No; Explain: ' 



18. System. Support Contributions are paid in full on the basis of the 
approved current SSC rate per student credit hour. (6.3) 

Yes 



No; Explain: 



19. Any surplus funds above actual (Xit reach expenses are used for Additional 
Outreach activities consistent with outreach goals and policies. (6.4) 

Yes ' / 



No; Explain: 




— f 

20. Any unexpended Outreach inccroe will be reported to the OCHE/at the close 
of the current year and rolled- forward for the insti tutlon'i Outreach 
program. (6.8) 

Yes / 

^No; Explain: : 



i 
I 
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21. Tuition charges have been established for all Outreach Instruction at the 
approved rates or above. (8.1, 8.2, 8.3) 

Yes 



No; Explain: 



22. Refunds of student tuition are granted for course withdrawals only up to 
one-third of the class meetings or in accordance with a similar 
institutional policy. (8.4) 

Yes 



No; Explain: 



23. A surcharge has been assessed to students in all cases where elassrocm, 
equipment, or facilities service fees have been charged. (8.5) 

Yes 

^No; Explain: 



24. No liability for theft, damage, or loss of equipment, or damage to 
facilities has been stated or implied. (8.5) 

Yes; Explain: 

No 



25. Minimisn class sizes have been established to ensure that revenues cover 
operating expenses. (9) 

Yes 

No; Explain:^ 



26. Students are enrolled in Outreach courses or degree programs under 

policies consistent with those that apply to on-campus students at the 
sponsoring institution. (10.1) 

Yes 

^No; Explain:^ 
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27. Students enrolling in Outreach courses are not required to matriculate 
and pay niBtrieulation fees. (10. 1) 

Y es (not required) 

. No; Explain: 



28. No persons attend Outr^eh classes who have fK>t registered and paid 
tuition (except the sponsoring institution's faculty and staff who pay 
not less than 50 percent of tuition for registration on a space availabld 
basis). (10.2) 

Yes (class attendeies have paid tuition) 

. ^No; Explain: ' 



29. "Vbndatory student activity, health, or other non- instructional fees are 
not charged to (]utreach Students. (10.6) 

Yes (fees not charged) 

No; Explain: 



30. Students having Outreach financial obligations are not allowed to re- 
enroll or to have transcripts issued. (10.7) 

Yes (not allowed) 



No; Explain: 



31. Instructors of off-can^s classes, if not meiibers of the resident 

faculty, have all qualifications of faculty appointed to the resident 
faculty and are subject to the same approval processes as resident 
faculty. (11.1) 

Yes 

^No; Explain: 
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m 

32. When instructors are eiqployed fron the faculties of other Outreach 
institutions, the opportunity is made available for the instructors' 
Institutions to co-sponsor. (11.2) 

Y6S . . 

No; Explain: ' 



33. Oitreach instructors who are full-time merabers of the resident faculty 
are restricted to one Outreach class per term (unless the policy is 
expressly modified by the chief academic officer). (11.3) 

Yes 



No; Explain: 



34. School and college deans are asked to give their approval before resident 
and adjunct faculty are employed to teach CXitreaah olasses. (11.4) 



Yes 



No; Explain: 



35. "Instructors of record" actually serve as the primary instructor in all 
(Dutreach courses. (11.5) 



Yes 



No; Explain: 



36. Student evaluations of (Xitreach faculty and course content are conducted. 
(11.6) 

)res 



No; Explain: 



37. CXitreach course quality standards are comparable to those of courses in 
the resident program (e.g. course content, requirements, examinations, 
grading, etc.). (12.1) 



Yes 

No; Explain: 
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38. Planned degree programs or major components of degree programs in 
Outreach are proposied formally to the CCHE. (12.2) 

Yes 



No; Explain: 



39. Out-of-state Instruction Is delivered only under the terms stifHilated In 
Colorado statutes (23-5-116, C.fUs. 1973 amended 1983) except for the 
types of programs and courses specifically excluded In policy 12.4. 
(12.3, 12.4) 

* 

Yes 

^No; Explain: 



40. Credit courses offered through Outreach will apply toward a d^ree at 
your institution, are listed in the institution's general catalog, or 
have been formally approved by the appropriate faculty, comnittee, or 
ackninistrative officer. (12.5) 

^Yes 

^No; Explain: 



41. Continuing Education Units (CW) are offered in accordance wl th the 

guidelines and criteria of the Council on the Ck>ntinuing Education Unit. 
(12.6) 

^Yes 

^No; Explain: 



42. VVhen instruction involves scheduled classes, the classes are al«^ys held 
(except in cases .of emergency). (12.7) 



Yes 

No; Explain: 
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43. When instruction is provided in cooperation with school districts the 
responsibilities itemized in policy 12.8 are carried out. 

Yes 

^No; Exilain: 



44. The doctfioents sti[Nilated in policy 12.9 A are kept on file. 



No; Explain: 



45. Outreach classes are organized to conform to state contact hour/credit 
hour policies except when variations ai'e approved by the appropriate 
academic unit. (12.9 B) 

Yes 

^No; Explain; ^^^^^ 



46. Credit earned thorough Outreach courses is not distinguished in 

institutional student records from credits earned in on-can^us courses. 
(13.1) 

Yes 

^No; Explain:^ ^ 



47. Independent study courses are made available only through the Consortium 
for Independent Study. (14.1) 

Yes 

fio; Explain: - 



48. Independent stu<fy courses are revievved for possible revision at least 
every three years. (14.2) 



Yes 



No: Explain: 
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49. Refunds for independent study courses are not granted beyoml 40 days of 
student enrollment. U4.4) 

Yes 



No; Explain: 



SO. When 5pace Available programs are offered, students are accounted for as 
Outreach students and tuition and fees are collected by the Outreach 
adnini strati ve unit. (16) 



Yes 



No; Explain: 



51. When Space Available programs are offered, resident Institutions are 
reinnbursed only for direct a<kninistrative arid instructional expenses of 
the Space Available Qfogrm and in an amount not in excess of two-thirds 
of total tuition and fees generated in the program. (16) 



Yes 

No; Explain: 



Date:___ "_ Signature: 

(Designated Institutional 



Qit reach Officer) 
Date: Signature; 

(Oiief Academic (^fleer) 

Ranarks: 
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OXjQRADO OCKMISSIOK C» HIGHER EDUQVTIGN 

nOfmOSE EDUCATION CSHTER 
P.O. Box 790, Montrose. Colorado 81402 

CLASS REPORT 

This form is to be coi^leted for each class offered in the Montrose service 
area, including cancelled courses, tiy the sponsoring institution. Oopies are 
to subroitted to the Coordinator, Montrose Bducati<m Center at the address 
above. The institution should also retain a copy. 

SPONSOaiNQ INSTIIVTION: 



COURSE (Number and Title): 



THM/YEAR: / FYI9 - CLASS LOCATION: 



Expenditures 

Outreach Adhiini strati ve Costs $ 
(Charge is to be at the rate of $200 
per semester hour of credit offered 
or $133 per quarter hour of credit 
offered for courses which run, ami 
$100 per semester hour or $67 per 
quarter hour for classes which are 
cancelled.) 

Instructional Costs $ 

Faculty Compensation (including benefits, 
time- in- transit, per diem, etc.) 

Travel $ 

Instructional Supplies, Materials, and $ 
Mi seel laneous 

TOTAL $ 



Revenue (from tuition and fees) $ 
Net $ 
OCHE USE ONLY 

Credit to institutional account from Montrose 

General Fund Account: $ 

Credit to Montrose Education Center Account from 

Institution: $ 



Approved by: 

Montrose Education Center C^rdinator 



CCHE Outreach Program Director 
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raLICIES, PROCZDURBS, AfS) PflOfOSAL Fa«li\T 
BOR PROroSALS TO NSV OUIHB/ICH OBGHEE 

OF DSCaiEE PHXSAMS 



Degree prograna and major eonponents ol degree programs are not to 
be offered through the Outreach Program (1) unless they are programs 
that are already approved to be offered by the institution, aiul (2) 
until they have been formally proposed as an Outreach degree program and 
approved by the Oonmission staff. (See Policy 12.2) 

Institutions desirii^ to offer a d^ree program or major eon|x)nent 
of a program shall submit a proposal to the Ooranission which is prepared 
in the fermat outlined below and which responds fully to ^eh item of 
information requested. Bemuse the progran will already be a pr<^ram 
approved for offering on-eaiqpus by the institution and the request only 
will be for delivery off-campus, the items of informati<»i relate 
specifically to the delivery of the program at an off -campus site. 

The Commissicm will request review of proposals by the Outreach 
Advisory Oonmittee and any institution(s) which may have a special 
interest in or might be imcKicted by the program. The Commission staff 
also will review the proposal and, with consideration given to outside 
evaluations, will approve or disa{^rove the program. 

Proposal Format 

Internal and Governing Board Process^ 

Describe the process used in developing and securir^ a^^roval for 
the proposal. 

Program Description 

A. Program Goals 

1) IdentWy the clientele that this program is designed to 
serve (e.g. part-time, professionals, eaployees of specific 
organizations, women, persons training for new careers, 
etc. ). 

2} Describe the employment or professional opportunities or 
outcones which are expected to result for students 
completii^ the degree program. Provide demand ami 
enployment data. 

3) Describe any formal relationship with other organizations, 
such as inter- institutional agreements, contracts with 
businesses or industries, agencies, or associations.^ Q^ies 
of proposed contracts or agreements should be appended. 
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B. Adnission Requirements 

1) Deserit»e the adnission requironents. If different from 
general Institutional requirements state how and why they 
are different. 

2) Are there enrollment limits or restrictions? If so, 
describe and explain them. 

C. curriculum 

1) Describe the program requirements (such as total hours, 
credit hour dtstributi<m, etc.) and list titles^ of courses 
to be offered in the program. 

2) Specifically identify and explain any requirements which 
differ from those pertaining to the same on-campus program. 
Identify any new courses which are not approved and offered 
OT-eampus and deserit^ the procedures ai^ timetables for 
securing full institutional approval. 

3) Provide a specimen curriculum imliGating all required 
courses. 

D. Program Faculty and Aictnini St rat ion 

List all regular and adjunct faculty (separately) who will teach 
in the program arKi include their academic d^rees aiKl rank or 
position title. Indicate the courses each will t^ch. Describe 
the structure for the administration of the program with 
particular attention to on-site services and coordination. 
Identify the lines of authority extending from the institution 
to the prc^rero site. 

III. Resource Requirements 

A. Describe the physical facilities available off-eainpus for the 
program in relationship to the minimitfn needs for a high-quality 
program. 

B. Wiat aeconimodations have been msde for library resources to be 
available to students? 

C. Identify the equipment needed to support the prc^ram (e.g. 
laboratories, and computers) and state how it will be acquired. 

D. Identify any other resources required and explain how they will 
be acquired. 

IV. Accreditation 

Describe any regional or professional accreditiI^E association 
requirements that relate to this program and indicate effects of such 
requirements on the planning of the program. 
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Costs to Students 



Identify .the costs to imJividiml students for: 



TUiti<» (per sonester credit hour) 
Program Pees (Identify) 



Also indicete any subsidies to be contributed by bii^esses. industries, 
or other organizations; indicate the percentage of student costs that 
they will support; and describe the basis upon ^i eh the support is 
provided. 

Oost and Revenue Estimates 

C>onplete Table II, below. Narratively explain unusual costs or revenue 
sources. 
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TABUE I 

EnroUnient Projections Course Number aitd Title 

Hmdcount Enrollment: 1st Y^r 2nd Year 

Course — — 
IhB^r and 
Title 



Estinaatcd Program Costs 



|. Faculty 
t. Adnini strati on 
Capital Facilities 
Capital Outlay 
Library 
Equipment 
Other (Identify) 



3. 
4. 
5. 
6. 
7. 



H-S 



ViBLE II 



Cost and Revenue Estimates 



ist Year 



Estimated Revenue By Source 



2nd Hear 



3rd Year 



1. Cssh Funds 

Tuition 
Fees 

2. State Funds 
3« t'ederal Funds 

4. Other Sources (Identify) 
TOTAL 
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iim-ZHO OUTREACH FINANCIAL REPORT (Optional*) 



Appendix I 



Institution: 
Year 19 



♦Institution's own end-of-year financial report, similarly signed, may be \ 
submitted Instead. An end-of-year financial report is due on or before J«r 
July 15. 



REVENUE 



Ctodit Program 

Non -Credit Program 

Special Fees; Other 
Sources of Revenue 



Enrollment Student Credit Monies 

Hours 



$_ 
$ 



EXPENSES 



Instruction 

Administration 

System Support Contribution 
Based on generation of 
hours X 

INSTITUTIONAL OVERHEAD 



TOTAL REVENUE 

Percent of Total 
% 



student credit 



Monies 



$. 
$_ 
$ 



ERIC 



Institutional overhead is limited to not more than 8 percent of Outreach 
personnel costs, both administrative and instructional, at institutions whose 
Outreach Program gross expenses are less than $1 milliwi. Institutional 
overhead is limited to not more than 6.5 percent of gross expenses of the 
Outreach Program at institutions whose gross expenses are over $1 million. 
Direct costs of institutional services provided to the Outreach Program, If 
any (e.g. admissions, record -keeping, computer services, facilities for 
offices and classroons, and any contributions to academic or administrative 
units), shall be Included in the maxImiMn overhead snount clain^. If lower, 
the costs of such services may be chared to the Outreach Program in lieu of 
overhead. Institutions may provide support services at no cost to the 
Outreach Program and may waive overhead charges. 
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NET 



(Note: The CCHE Outreach Policy 6.5 requires all revenues from the Outreach 
Program to be expended only for Outreach activities. Sign-off on this form 
certifies that the Institution Is in compliance with this policy. Institutions 
failing to submit a properly signed and complete end-of-year report shall be 
subject to audit. ) 



S^gned:.^ ^ ^Date: ^Signed: Date: 

Institutionfil Outreach Institution's Chief 

Director Piscal Officer 



\ 
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